Once some information has been entered in a travel document, either Authorization or Expense Report, to open it and modify it do the following:

Select Action Request:  Expense Report – Modify  (For an Authorization the option would be: Authorization – Modify).  There is no need to enter dates.
Click Go
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The system will display a list of all the trips for the traveler, from where the document to be modified can be selected.  This search output includes the Trip Name, the name associated with the form.

From this list, the information can be sorted by any of the values given by clicking in the title of the column, it can be sorted by Trip Name.

In this example we clicked the Begin Date column.    (Look at the result in the next page.)
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The data is sorted by begin date.

From here the appropriate document can be selected by clicking the select box.     Here we are selecting Trip 000000289, Report ID 0000000282
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The selected document opens to be updated.
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